DEPARTMENT OF ARCHIVES AND HIST

APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY QF STATE
RECCORDS MANAGEMENT DIVISION

ORY

INSTRUCTIONS: See Publication No. 76—~2M—1 for instructions on completing this form. Forward signed original to
i Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. ’ '

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
. Application Date : -Georgia Bureau of Investigation Application Number
, 2/27/76 State Crime Laboratory : MAR 2 1978 76"' 93
. [Appiication Numbar 959 E. Confederate Avenue, S. E. [FiuFRecoived Date Complsted
| Atlanta, Georgia 30316 MAR =2 1978 MAR 2 3 1976
' I2 Porson to Contact . Working Title " Telephone Number
: Phil Hancock _ ~ Supervisor of Implied Consent Section  656-6050,. .

3. Action Requested :
a. KIXEstabusn Retention Schedule; record will continue ta accumulate. _
b. ‘0 Dispose of present accumulation; no further accumulation ant:cmated -

¢, [ Amend Appiication No. - Check One: 0] Thangé: (3 Supercede; (I Void o o e
. .| 4 Dates of Series | 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest ' _ ;

]_969 ;1 Present Intoximeter Machine and fhtokimeter bperator Performance Reports

= “186. D_i;rision and Office Function What is the function of the Dmsmn and the Of'hoe in which this record series is created?

~

The State Crime Laboratory furnishes ‘erime 1aboratory service which
provides sclentific analyses of evidence submitted by Peace Officers,

and maintenance of records of Investigations by all medical examiners

in the State. The Implied Consent Sectlon in particular provides
assistance in obtaining Intoximeter Machlnes and trains personnel in
operating these machines. T

reports of results sultable for use as evidence in criminal prcceedings, - —

«] 7. Record Serias Description This file contains the followmg documents (mclude form numbers and titles, if any):
= Eva| dtachgamples of the file.

Documents relating to: / Performance of Intoximeter machines and operators

- _— o RS . e O

Included are: 'tntoximeter Operators Proflciency Report (Form #DPS-32‘7 1=73" which

etc.,, and '"Intoximeter # (FormDPS-326 (6/73)" a checklist of items inspected
each month and |nciud|ng The machine number and name of anspec’ror.

File is arranged: Alphabetically by Agency Name Y\ .
8. Monthly Reference Rate How often are records referred to which are: T
One to six monthsold L~ __: Seven to twelve monthsold ___ O __; Thirteen to twenty-four monthsold ___ 0 _;

menty-five months and older

—-? .,

L.

9. ul‘\nnual Rate of i\ccumul iio; of Records

— =

|lists by manth the machine number, date of evaluation, name of operator, tests run, elkc.

. Lettersize grawers H Legal-;ize drawers _ Shelves —_— ; Other (specify)

 AR=80-71; Rev, 78 ’ {Over)
N .




— &R—50-71; Rev, 76 (nmm Siasy

T - —_— - : ) B it

R b

ves | NO | 10. Questionnaire  (Place an X" in the proper column)

a. Is this the official copy of the serles? - _ 7 . N
if not, where is it? : ' ST

b. Does the series contain confidential information requiring security handting? If yes, cite law or regulation.

X ]
%] e. 1s this a vital record?
X| d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
N/A documents be scheduled separately?

%JJMMQMMMMMQMmm copy,
=" g. 1§tHe information contained in this series ever analyzed and/or recorded in a summarized report?

[ X 1f ves. attach coopy. - —— e
h. Is there a duplication of this series in your office, or in another office or agency?
[ 1 X If ves, where?

{ | X b i lsthisseries {or a maior portion of itl regularly microfilmed? .~

|| X 1 i Doesthe record series result in a computer printout?

11. Ratantlcm Requiraments The following requires the series to be kept: _ !
: a. Stata Law ' years. . 4. Audit period years.
| o, Statuie of limitation oo wyears. — - —— e, Administrative need - - b mo.- - .43 1. M
¢. Federal law 2 years. f. Faderal retention instructions . years.

Attach copy or excert of laws or regulations. Explain administrative need.

Needs to be kept 6 months for audit by the National nghway _
Safety Council o : o S

12, Appmvod Dlsposltton Instruct:ons This agency recommends that the file series be cut off at the end of each:
’ ﬁ Calendar Year; El Fiscal Year; 3 Other ! then,

¥ Hold in the current filesarea O monthis) —___ year{s); then
] Transfer to local holding area; hold .. year(s); then

O Transfer to State Records Center; hold . year(s); then

LX Destroy.

0O Transfer to State Archives for permanent retention.

0 Other [Specify)

These instructions apply to all prior and future accumulations of the series.

Agency Head/Designee (Signature) | __Date Recopds Management Qfficer (Signaturel et . Date
_w i %2—7!&@ 2, J’?/ 7¢
Stats Records Committee (Signature} Date

Recommendations in para- ? . . | o

graph 12 ars approved, tate Auditor/Designee \h m " e m \\\A_), ey 7)/ )‘1 :«‘] b

(If disapproved, attach letter & A A \\ : F ? i
: jebFxétary of State/Designee GW—L@/ M 3 ~-15 =7 é

of explanation.)
Attorney General/Designee //{%/ﬂ V’ﬁ M 3 — /f.* ﬂ




